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Access the VA TMS

1. Enter https://www.tms.va.gov in your Web browser address field and press
Enter.

& hitps:/fwww.tms.va.gov/

2. The VA TMS sign-in page will display. You have successfully accessed the VA
TMS.

BEDEENNE

U.S. Department

of Veterans Affairs

Home Veteran Services Business About VA Media Room Locations Contact Us
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VA LEARNING UNIVERSITY SIGN IN

Validation Ermor
You must correct the following error(s) before proceeding:

= You entered an invalid user ID or password. Please try again.

VA Leaming University Home | TMS Resources | Locate Your Local Administrator | Help Desk | Forgot Password | Create New User | Check System

Take a tour of the TMS!

Click on this link to the video tutorial, “Navigating the
TMS", to take a quick tour of the VA TMS!

Need TMS Assistance?

U.S. Department
of Veterans Affairs
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Sign In to the VA TMS as a New User

1. Onthe VA TMS sign-in screen, enter your User ID in the User ID field. (Note:
See Helpful Hint below.)

2. Enter NewTMS#1 in the Password field. This is your temporary password.

3. Select Sign In. You have successfully signed in to the VA TMS as a new user.

Business About VA Media Room Locations Conte

( ‘ Talent
TMS]? Management st I
V S)'Stem 2 rassworo [

SIGN IN

ate Your Local Administrator | Help Desk | Forgot Password | Create New User | Check

Helpful Hint:
Your user ID is in this format: LASTNAME.FIRSTNAMEmmdd (e.g., SMITH.JOHNO0501)

e LASTNAME = Your last name, with no hyphen, followed by a period (.)

e FIRSTNAME = Your first name

¢ mm = The two-digit month of your birth (January = 01, June = 06, December =
12)

e dd = The two-digit day of your birth (01, 15, 30)

U.S. Department
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Sign In and Out of the VA TMS as an Established User

1. Enter https://www.tms.va.gov in your Web browser address field and press
Enter.

& hitps:/fwww.tms.va.gov/

2. Onthe VA TMS sign-in page, enter your User ID in the User ID field.
3. Enter your password in the Password field.

4. Select Sign In.

Business About VA Media Room Locations Contz

( \ Talent
TMSP® Management user 1o [
N/ System easswoo EE

SIGN IN

ate Your Local Administrator | Help Desk | Forgot Password | Create New User | Check

5. To end your current session and sign-out of the VA TMS, select Sign Out in the
upper right corner of any VA TMS page. You have successfully signed in and out
of the VA TMS as an established user.

A E—— Welcome VAD400 LM
V. II-U @ Management o - 5
[ e—— Y System

Home My Emgloyoes Adenin

VAD400 LMSUSER
EDUCATION AND TRAINKG SERIES (GENERAL)
| LHE TRANNG i

Commented [MM1]: | wonder if "change password"

and “forgot password" should come after this step - so,
they will have completely set up their account before

| throwing in steps for later?

U.S. Department
of Veterans Affairs
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Create a New Password

After signing in with the temporary password, the Password Expired page appears and
you must follow the steps below to create a new password:

1. Enter the temporary password (NewTMS#1) in the Old Password textbox.

2. Create a new password and enter it in the New Password textbox (Note: See
Helpful Hint below).

3. Enter your new password again in the Verify Password textbox.
4. Select Apply Changes. You have successfully created a new password.

User Password has expired. Please Change User Password.
* = Required Fields

The user's password has to be compliant with the following rules:
* The password must contain the following types of characters:
a. English lowercase letters.
b. English uppercase letters.
c. Arabic numerals(0,1,2,...9).
d. Mon alphanumeric special characters ((@#$%"&"_+=0{[:'2..)
* Characters cannot be repeated more than twice in a row.
* The password cannot contain user name (login [D).
* The password cannot contain user's first name and last name.
* The new password cannot be same as any of the previous 3 passwords.
» Password cannot be same as the E-Signature PIN.
» Password cannot contain the words or phrases within the VA Prohibition list
* The length of the password must be between 12 and 16 characters.

* Old P : [ |

|*New.r‘ N ||

|weriryr O 1

n Apply Changes Reset

US.1 department
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Helpful Hint:
To meet VA strong password rules, your password must:

e Be 8-12 characters long

e Contain both uppercase and lowercase letters, and at least one of the following:
— Arabic numeral (e.g.,0,1,2,3,4,5,6,7,8,9)
— Special character (e.g., |@#$%"&*()-_+=\{\}[]]<>?/";:\\|)
— Not contain your user ID, first name, or last name

U.S. Department
of Veterans Affairs
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Create Your Security Questions and Answers

1. Navigate to the User home page.

2. Select the Options and Settings easy link.

VA0400 LMSUSER

In progress
-] Satety (Palo Alto)
In progress

In progress

.| Utilities Management (Palo Alto)

Avadable

Aualable

EDUCATION AND TRAINING SERIES (GENERAL)

| Staff and Patient Boundaries (alo Alto)

[0, search Learning Plan | Show: | Everyning -

| Hazardows Materials (Pao Alto)

1071 days averdue L] DA New LMS Amin Training: LS Administrator Roles

_.| DB New LMS Adminkstrator Training: Overview of Administr_.

2, Search Catalog

Browse

Easy Links
ADVANCE
Approvals
MyCareen@va

Opticns and Semngs

Rucord Loamng
Reports

Start 3 Self Assessment

Heip Desk

S Resources

Jobs

Vit Home Page

VA Leaming Linversity

VA Mandatory Training Info
VAKN Calendar

VHA Deskop Library

Show Less:

3. On this page, you can create your security questions and answers. Select the
drop-down arrow of the first security question.

Update Account Security Information

* = Required Fields

Password:

* Question 1

* Response

* Confirm Response

* Question 2

* Response

* Confirm Response

ks

What is the name of your favorite childhood friend?

[In what city or town was your first job?

I (11 ..'....l.l
I (11 ..'....l.l
8

=]

| US. Department
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4. Select a new security question from the drop-down list.

Update Account Security Information
* = Required Fields
Password: =were

G Ui U B What is the name of your favorite childhood friend?
* In what city does your nearest sibling live?

Response |\, siraet did you live on in third grade?
* Confirm Response |in what city or town was your first job?

* Question 2 |¥What is your oldest sibling’s middle name?
a What is your oldest cousin's first name?
* Response |inwhat city or town did your mother and father meet?
* Confirm Response |In what city did you meet your spouse - significant other?
p What was the name of your first stuffed animal?

What is the first name of the boy or girl that you first kissed?

5. Enter a response and confirm your response. (Note: Your response is case
sensitive.)

Update Account Security Information
* = Required Fields

Password: ===
il # {1111 ] Ml What street did vou live on in third erade?

* Response |l.Il.Il..l..lll.ll..l..l.l.ll.ll..ll

* Confirm Response |l.Il.Il..I..lll.ll..l..l.l.ll.ll..ll
* Question 2 |In what city or town was your first job?

* Response |l.Il.Il..l..lll.ll..l..l.l.ll.ll..ll

* Confirm Response |l.Il.Il..l..lll.ll..l..l.l.ll.ll..ll

6. Select the drop-down arrow of the second security question.

Update Account Security Information
* = Required Fields
Password: ===

* Question 1 |What is the name of your favorite childhood friend?
* ReSpONsSe |ssessssssssssssssssnsnssnsnsnssenne
* Confirm Response |essssssssssnsssvsvssssnsnsnsnnenense
* Question 2 [in what city or town was your first job? | H
* ResSpOnsSe |sssssssssssnssssssssssnsnnnennsnensy
* Confirm ReSponse |ssssssssssssssessssssssnsnsnsnsssnne

U.S. Department
9 of Veterans Affairs
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7. Select a new security question from the drop-down list.

Update Account Security Information

* = Required Fields

Password:

* Question 1

* Response

* Confirm Response

* Question 2

* Response

* Confirm Response

EEEEEEEE

|What street did you live on in third grade?

In whiat city or town was your first job?

What is the name of your favorite childhood friend?
In what city does your nearest sibling live?

What street did you live on in third grade?

What is your oldest sibling’s middle name?

What is your oldest cousin's first name?

In what city or town did your mother and father meet?

In what city did you meet your spouse - significant other?
What was the name of your first stuffed animal?

What is the first name of the boy or girl that you first kissed?

8. Enter a response and confirm your response. (Note: Your response is case

sensitive.)

9. Select Apply Changes. You have successfully updated your security questions.

Update Account Security Information

* = Required Fields

Passwordg: e
* Question 1 [What street did you Live on in third grade? El
° Response
* Confirm Response
* Question [~]

" Response
* Confirm Response

Helpful Hint:

e Your security answer is case-sensitive.

10

Apply Changes

Resst

U.S. Department
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Change Your Password
1. Navigate to the User home page.
2. Select the Options and Settings easy link.

VAD400 LMSUSER
EDUCATION AND TRAINING SERIES (GENERAL)
LHS TRANNG

[ T — — —
=) SeaiaLbarming Pl Sho. '%JEWIM E |2 Search Catalog

Browse

[ Hazardous Materials (Palo Alio)

In progress | Easy Links
bl Salety (Palo Alto) ADWANCE 5 Help Desk

In progress Approvals 5 Resources
[l Staif and Patient Boundaries (Paio Alto) MyCareen@va Jobs

In progress e VA Home Page
. Unilites Management (Palo Al ML B

el Tecord Leaming WA Mandatory Training Info
. - Reports VAKN Cabendar
1071 days overdue Lo O New LMS Admin Training: LM S Administrator Roles Start a Seif Assessment WHA Deskdop Library

Avadabie
Show Less:
| OB New LMS Adminkstrator Training: Querviow of i '

3. On this page, you can update your account security information. Select
Password.

Update Account Security Information

* = Required Field ﬂ
i Passwurd:l

*Question T [what is the name of your favorite childhood friend?
* Response

* Confirm Response |..l....l..l..l..l.l..l..l..l....l.|
* Question 2 |In what city or town was your first job?

* Response |..l....l..l..l..l.l..l..l..l....l.|

* Confirm Response |'..'....l..l..'..i.l..l..'..'....I.|

U.S. Department
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4. Enter your old password. Enter your new password and then verify it. Be sure
to follow the password requirements listed on this screen.

5. Select Apply Changes. You have successfully changed your password.

Change Your Password
Enter your old password:
EMEr your new password: 4
Verify your new password:
Feset

Helpful Hint:

To meet VA strong password rules, your password must:

e Be 8-12 characters long

e Contain both uppercase and lowercase letters, and at least one of the following:
— Arabic numeral (e.g.,0,1,2,3,4,5,6,7,8,9)
— Special character (e.g., |@#$%"&*()-_+=\{\}[]<>?/";:\\|)
— Not contain your user ID, first name, or last name

U.S. Department
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Retrieve a Forgotten Password

1. Select the Forgot Password link on the VA TMS sign-in page.

VALU P Y e ——————

MS Managemant
VA LEARNING UNVERSITY ) - System 1

VA Leamning University Home | TMS Resources | Locate Your Local Adminisirator | Help Desk | Forgot Password [ o} Check System

SIGN IN

2. Enter your User ID in the textbox and select Submit. Your password will be sent
to your email account. You have successfully retrieved a forgotten password.

m Talent
TMS® Management

- System

VA Leaming University Home | TMS Resowrces | Locaie Your Local Admenistrator | Help Desic | Forgol Password

Password Reset

You ane seeing this message far one of bas reasons: 1) Your account has Been ibcked by e SySIem Decause you excested Me Scceplabie nummiber of Bailed login allempts, of 2}
fiow have forgothen your Password and ane requesting a Temporary Password. Enber your User |0 then chck Submit to begn the Password reset process

| User 1D Subsnit | 2

Helpful Hint:

o If you are unable to receive your password via email, contact your supervisor or
local VA TMS administrator for assistance.

U.S. Department
13 of Veterans Affairs
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Update Your Talent Profile
1. Navigate to the User home page.

2. Select your User Name link.

Talent
Management
System

(TMS)

[VA0400 LMSUSER

EDUCATION AND TRAINING SERIES (GENERAL)
1 LKS TRANING

Sealc-ﬁlesrn_iﬁquaﬂ il Show: | Everything -

Overdue

4851 days overdue - Visitation (Paio Alto)
In progress

4821 days overdue ] GEMS (Palo Alto)
MAvailable

| Hazardous Materials (Palo Alto)

3. This page displays your talent profile. You can edit any section that has a pencil
icon next to it. For example, select the pencil icon next to Awards.

—Groups and Association ol % _External Work History g *

Ha Informatica Ha Information

— Projects [y Y Awards ! - |

.¢ Test Award 1162014
o Informaticn

U.S. Department
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4. Add an Award Description and Date Awarded.

5. Select Save. You have successfully added an award to your talent profile.

Continue to add information to your talent profile by selecting the pencil icon in
the different areas.

Add Awards (]

* Required Field(s)

Award Description

Date awarded s
Save Cancel

U.S. Department
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Add a Supervisor

1. Access your talent profile (by selecting your name link on the home page) and
select the pencil icon next to Employee Information.

— Employee Information E

User ID: LMSUSER V0400

Employee Type: VA Employee

Employee Status: Full Time

Number of Direct Reports: 1

Domain: Load Test Domain

Role: System Default User Role

2. Select the Supervisor ID magnifying glass icon.

-

-
Edit Employee Information ]

* Required Field(s)
Supervisor ID

Resume Location
Coach ID Q,

Summary Statement

3990 characters remaining
eProfile 1D:

Save Cancel

US.I department

16 of Veterans Affairs
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3. Enter your search criteria and select Search.

Search Users

Enfer a value for each Tield Nal you want 1o use 1o filer your search. Click Search to display the results.
O ves ® No
User ID: Starts With v
LastName:  [startswith |~
First Name:  [starts with ™~
Middle Initial:  [Stars vith v |
RoleID:  [starts with I~

Case sensitive search:

User Status: @ active O Mot Active

Profile Status: ) Active ) Expired ® Both
Status:

Both

© Lockea O uniockea ® Botn
Email Address:  [Starts with >~

Domains: 5y, with ~] A
Employee Types: oo i 1 1Y
PositionID:  sianswatn  [w] | Y

Native Deeplink User: O ves O No ® Both

Reset

4. Select the correct supervisor from the search results.

View Users Results

User ID User Name DomainID Job Location  Organization ID  Emp Type

LMSSUBORD VD002 LMSSUBORD, TEST 8z TEST 040
VADDDZ ﬂ

LMSSUBORD. VD003 LMSSUBORD, TEST 8z TEST.040
VADDO3

LMSSUBORD. V0004 LMSSUBORD, TEST 8z TEST.040 1 Select
VADDO4

LMSSUBORD. V003 LMSSUBORD, TEST 82 TEST.040 1 Select
VADDOS

LMSSUBORD. V000G LMSSUBORD, TEST 82 TEST.040 1 Select
VADDOG

LMSSUBORD.VDOOT LMSSUBORD, TEST 82 TEST.040 1 Select
VADDOT

LMSSUBORD.VO00S LMSSUBORD, TEST 82 TEST.040 1 Select
VADDOB

LMSSUBORD. V0009 LMSSUBORD, TEST 82 TEST.040 1 Select
VADDOS

LMSSUBORD V0010 LMSSUBORD, TEST 8z TEST 040 1 Salect
VADD1D

U.S. Department
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5. Select Save. You have successfully added a supervisor to your talent profile.

-
Edit Employee Information ]

* Required Field{s)

Supervisor ID Q, | LMSSUBORD V0005
Resume Location
Coach ID Q,

Summary Statement

3990 characters remaining
eProfile ID:

5
- Save Cancel

U.S. Department
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Search the VA TMS Catalog

Conduct Keyword Searches

1. Navigate to the User home page where there is a textbox for conducting keyword
searches in the VA TMS catalog.

2. Enter letters or words in the textbox to return all catalog items containing that
information.

3. Select Go.

VAD400 LMSUSER
EDUCATION AND TRAINING SERIES (GENERAL)
| s

shoue £ J0a) [ =] |

Overdus

4. From this screen, you can add items to your To-Do List, request schedules, and
launch online content. NOTE: The To-Do List is sometimes referred to as the
Learning Plan in the VA TMS.

5. Refine your search by selecting or deselecting the different types of training listed
at the top of the screen.

6. Select Go.

Catalog o P e,
¥l cumiewts ¥ imsvuctorLed B Onine B Blended M1 Omer [ Exact Phrase

(] Search All Languages

Search Results

Catalog Search Results

Title Type Price Statug
@in denily Study industry trends in Dats Handling Principles, : A4 ta L
Proc and Techn x5, and Sh
000 = SRan Course
wen)
@ THR Connect
000
uso)
@ 2013 National PubBic Affairs and Outreach Training Academy ) im
[
usD

U.S. Department
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7. Select Advanced Search to conduct a more in-depth search of the VA TMS

catalog.
Catalog [eadership
M Cumicuia ¥ instructor-Led & Oniine B Blended &) other [ Exact Prrase
[} search Al Languages
Search Results
Catalog Search Results
Tifhe o Tuma Price Statiun

8. Select Keywords for your advanced search.
9. Enter advanced search criteria using the drop-down lists and Select links.

10.Select Search. You have successfully conducted a keyword search in the VA
TMS.

Catalog

P | | Advanced Search
& cumiceta 1 instnacter-ted o Onaine I Biendes B omer [ Exact Prrase L
B Saanch All Languages

Advanced Catalog Search

Keywords.

o ﬂ Tite: [Goniains
bl instructor-Led

]
Description:  |[Contens  [w]

b Onine ID: [Gontuins [v] g
+ Blended i
i et Area! [Coreaie
o Other (Select one of more) b
Oty items Dedivery Method:
Curricula Source; |Contars [
Only Offerings

Accreditation Type: [Coctrs ]

10
e Search Al Languages (Apphes ta Title, Dedenplion, and Subject Aswa)

Search

Helpful Hints:

e Be as specific as possible when entering your search criteria.
e Look for learning items by item number for faster and easier searches.

US.I department
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Browse the VA TMS Catalog

1. In addition to conducting keyword searches, you can also browse the VA TMS
catalog. Select Browse on your home page.

| Hrowse
i

gy
Sadming Plan

Show: @ Eventhing

Saarch Catalog | |
Gt

Overdus

2. Select the plus sign to view all topics under a particular subject area.

Subject Area Menu

[Expand Alll [Collapse All]

usiness Processes  (350) A
[#I Clinical Support (70)
[*]Customer Relations  (109)

[*] Diagnostics & Clinical Topics
(371)

[=]Env. of Care, Safety & Inf. Ctrl.
(696)

HR and Staff Development  (598)

3. Select a topic to view all related catalog items.

Subject Area Menu Items Currency: |2 5
[Expand AN [Colages AN] Acquinition & Procurement (114}
)] A @ Contracting with Small Business Concems (Coursa for Contracting Professionals) =
|=| Business Processes  (350) r
Description : This coifse defines and describes federal socioeconamic programs. Shedents will gain a good PRI
Acquisition & Procurement URAeTSt Moie » Learring Flan
[114)
Body Machanics (1) Length: 800 Sttes: —
BudgetingFinance {138) Cosi:  Sea Offerings
CARES (Capital Assel .
Realignment] {1) isbadyle Qflasing;
Coding (11) Descrghion  Stan DateTime Location Places Filed  Price Action
Compliance [{108) N . —— -
Coniract Officer Training (23] Paaicripior, i z (e | Bt o
Contracting (20}
Data Managemeni (133}
21 U.S. Department
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4. Select Calendar of Offerings.

Browse Catalog | Calendar of Offerings

Subject Area Menu Items
[Expand Alll [Collapse Alll Acquisition & Procurement (114)
L @ Contracting with Small Business Conc
[=]Business Processes  (350) ~
o Description : This course defines and describes ft
Acquisition & Procurement underst More
(114)
Body Mechanics (1) Length: 800 Status: —
Budgeting/Finance (138} Cost: See Offerings
CARES (Capital Asset .
Realignment) (1) Schedule Offerings
Coding (11) Description  Start Date/Time Locatior
C li 108
omp lance_ (108) - No 51972014 08:00 AM VA Acqi
Contract Officer Training  (23) Description  America/New York 7485 Ne
Contracting (20) 21703 -

5. This screen displays all scheduled offerings of the topic you've selected
according to date. Select Month, Week, or Day to change your calendar view.

6. Select Calendar Search to search for catalog items on your calendar.

7. Select Calendar Options to update your calendar preferences, such as the first
day of the week. You have successfully browsed the VA TMS catalog.

frowae Catalog | Calendar of Offerings

ft ol the Calandar of Ofenngs. You can vew the Cakndar in 3 Monifily or Weakly waw
44 weonth ok [March  [w)@al=] b3 | Calendar ﬁn.ucnl Calendar Options I

ual Ul wee S
Zunday Tuesday Wiednesday Thursday H

Z r 3 4 5 i
@ Acquisition & @ Acquisition & @ Acquisition & @ Acquisition &
Procurement Procurement Procutement Procurement
{2 Offerings) (2 Offerings) 2 Offerings) {1 Offering)
@ Contracting @ Care Management @ Contracting @ Contracting
11 Offering) {1 Offering) 11 Offering) 1} Offewing)
@ Env. of Care, @ Contracting @ Diagnostics & @ Diagnostics &
salety & Wt Cirl, {1 Offering) Chnical Topics Clinical Topics
11 Offering) “ (1 Offering) {8 Dffering)

U.S. Department
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View Your To-Do List
1. Navigate to the User home page to view your To-Do List.

2. Your To-Do List will always show Overdue items first, highlighted in red. Next,
items due within a week, due within a month, and then due later will display.
Items with no due date will appear at the bottom.

3. Each item on the To-Do List has an icon next to it to indicate the type of training.
The instructor icon indicates instructor-led training. The computer icon
indicates online training. The instructor/computer icon indicates blended

learning. The page icon indicates something other than training, such as an
assessment or survey.

fi Search Learning Plan 1 Show: | Everything v .j

Overdue

47 days overdue @ TMS Admin Training Survey for course TMS Part 1 of 1ntro...
Start Course Survey

Due within a month

328/2014 |: COTR - CLC 004 Market Research
In progress

l;l COTR - CLM 024 Contracting Overview
Available

H @OTR—CLN‘\M 6 Cost Estimating

In progress

31312014 D COTR - CLB 016 Introduction to Earned Value Management
In progress
l:' COTR - CLC 006 Contract Terminations
Available
;' COTR - CLC 007 Contract Source Selection
Available
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When you place your cursor over an item in List View, a new window appears
that provides more information about the item and links to various actions.

Select View Details.

1070 days overdue L] 0A New LMS Admin Training: LMS Administrator Roles Curricula
Avaiiable W Overdue
] 0B New LM5 Administrator Training: Overview of Administr,.. Due in 3(
3 te

n:a”a .
Ni

Available

L] 0D New LI

0C New LMS Admin Training: Troubleshooting User Issues in t...

Due by 3/29/2011 | Required | Assigned by Judy

Lemer o Mt coursy

i

L oH New L
Available
L] 0J Hew LM
Avallable

[ 0K New L
Available

ted From C
Department of Veterans Affairs 8690

This training wil teach skills required for LMS
Administrators. There are 12 lessons in this series.

Q) View Details

né
Online ftem
Available

1070 days overdue

e

430 days overdue L Medical E

oo FToT

Due withi

This page displays all of the details for the course. Select Start Course to launch

the online content.

Select Back to return to your home page.

« Back

7

Item Details

¥ ltem Summary
Department of Velerans
Affairs 8580
Revision:
Description:

Length:
Training Non Duty Hours:
Delivery Method: Video Leaming

1- SE2010 04:38 AM Amenca’los Angaies
Thiz training vill 1each skills required for LMS Administrators. There are 12 k2ssons in this serles.

@ 0C New LMS Admin Training: Troubleshooting User Issues in the VA LMS

H

Assign to Others

Contact:
Lieaming Hours: 0.50

Sourci:

Credit Hours: 0.00

Audience: This training is designed for
LMS Administrators at VA facilities
thigughout all of the Department of
Viglerang Affairs

U.S. Department
of Veterans Affairs
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8. Select the Card View icon to change the view of your To-Do List from a list to
individual cards. You can take actions such as Start Course or View Details
from this view. You have successfully viewed your To-Do List.

3/28/2014

COTR - CLM 024 Contracting Overview
Due by 3/28/2014 | Required | Assigned by CLARENCE BASHSHAR

|;| Department of Defense 74379

' "
The Contracting Cverview module gives an cp Start Course
overview of the market research process, the process || ----------------
for developing oiteria or factors...more Q View Details

22 days remaining Awailable

U.S. Department
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Search Your To-Do List

1. Enter keywords in the Search textbox to search for items on your To-Do List.

Overdue
[ safety (Palo Alta)
In progress
No due date
& Motorcycle Safety Course
Must be registered

|;| Motorcycle Safety Course Advanced Course
Available

2. Select the Show drop-down list to customize your search. For example, you
can select Online Courses to display only your online courses. You have
successfully searched your To-Do List.

[Csaey @] Show: | Eventhing v |
Everything
Overdue All Learning
|;| safety (Palo Alth) Reqistrations
In progress Online Courses
No due date Surveys
L Motorcycle Safty Cours|  ASSessments
Must be registerpd Compensation
] motorcycle Safsty-Conrs: —=

U.S. Department
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Add Items to Your To-Do List

1. Inthe Catalog Search Textbox on the user home page, enter letters or words to
return all catalog items containing that information.

2. Select Go.

computer ] Go

Browse

3. You can also select the Browse link to search for courses.

Search Catalog ]
|Elr0wse | n

4. Once you find the desired course on the Catalogs Search Results page, select
Add to Learning Plan to add the item to your To-Do List. You have successfully
added items to your To-Do List.

Catalog Search Results
Title Type Price Statee

1 Webinar - An Introduction to the VA Program/Project Management E im
ertification

@ 01 Questions and Answers for Company Directors and Company Secretarbes

US.I department
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Helpful Hints:

e Not all items can be automatically added to your To-Do List. However, you can
usually self-register for an online course and add it to your own To-Do List, and
some classroom-based training may also allow self-registration.

e For items that do not allow self-registration, follow the VA TMS prompts to
request registration pending approval from your supervisor or administrator.

U.S. Department
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Remove Items from Your To-Do List

1. Toremove an item, hover over an item (in List View) on your To-Do List on the
User home page.

2. Select the Remove link.

) . Mo complet
|;| Independently Study Industry trends in Data Handling Princi...
~\
Available | qyp connect
L] 1HR
ble Self-Assigned
| fing i Start Course ne
Available Department of Veterans Affairs 3173068 ) View Detals
: The OHRM Broadcasts will be quarterly live/webinar |
|;| Electronic . . )
training sessions designed to augment the learning that P Remave
In progresg took place at the two 2011 HR Conferences. The..more
. 3 7 et
L] Electronic Online ltemn thi
Available Available he
|;| Emergency
Available
|;| Emergency ete
Available | =

|;| Emergency Preparedness: VA Personal Accountability Syst...

____J
‘ ‘ W Behind (0
Available

Farnne Dath

3. Select Yes to confirm that you want to delete the item. You have successfully
removed an item from your To-Do List.

Confirmation

Are you sure you want to remove 1HR Connect from your Learming

u Plan?

n Yes No

Helpful Hints:

e You can only remove items that you have added yourself. Items assigned by
someone else can only be removed by an approved administrator.

e Supervisors can remove assigned learning from their direct reports’ To-Do Lists
only if they added the item.

US.I department
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Register for VA TMS Courses

1. Navigate to the User home page.

2. Select Browse.

Search Leaming Plan Show: | Eventhing

I ‘

| Overdus

3. Select Advanced Search.

Catalog

oo |

3

¥ Cumicula [4] mstructor-Led ) Online ¥} Blended ] Cther [] Exact Phrase
[ Search All Languages

4. Enter your advanced search criteria.

5. Select Search.

Advanced Catalog Search

Keywords
® A Tise: Cemtaira [~
¥ Instructor-Lad Description: ' ~]
:? Gniing ID: [Contaws | w5730
: zv:s:ra::-aﬁacrwwnwl Subjoct Arse: [Conuris_[v] conc
Oty s Delivery Method: [Contaim  [w] it
_) Curricula Eomry: 2 ;
Only Olferings Accreditation Type: [Conars  [w]
& Search All Languages {Applias fo Tite, Descnpbon, and Subjec! Area)

U.S. Department
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6. Select Add to Learning Plan. NOTE: The To-Do List is sometimes referred to
as the Learning Plan in the VA TMS.

7. Select Home to return to your To-Do List.

_

Catalog 2 " = Go ",| Advancad Saarch
o Curcuta B nstructor-Led o Oniine 4 Blended ¥ Other [ Exact Phease ko
| Search All Languages

Search Results

Baliec! an Acion rom he Action Dullons of chck the Expand icon to view 1he Scheduled Ofierings availabia Tor 8 Learning (e Yiou can refine your Search by clicking the Back ink
sk

Back
Catalog Search Results
Tithe = Type Price Saus
| ® @ TMS Training for Scheduling Mgr, Assignment Mgr and Registration j I
Manager [SM, AM, RM)
000
sy

8. Hover over the item on your To-Do List and select Register Now.

] Emergency Preparedness: Continuity of Operations (COOP) | ‘ - Due in 3C
pvailable [ — ) ) ) e
TMS Training for Scheduling Mgr, Assignment Mgr and Regist...
L/ Emergency
Available Seli-Assigned o i )
L Emergency - cp Stant Course let
Available Department of Veterans Affairs 3730267
o Register Now
1! PMAS, Pro Learn how 1o create and cancel a scheduled offering, - .
]
work with segments and manage user registration. - r
Mot availab ’ ¢ ’ iy WiescDealln
1+ TMS Advan You are NOT REGISTERED &) Remove ne
Available Register into an open offering. ]
4 TMS Part 1 Blended Item
Pending Sy Avadable
4 TMS ts
Available
\ A

U.S. Department
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9. Select Register Now for the scheduled offering you wish to participate in.

Reg istration il Help

@ TMS Training for Scheduling Mgr, Assignment Mgr and Registration Manager [ SM, AM, RM)
VA 3730267

Revision: 1- 5312012 0515 PM Amesicatlew York

Item Description: Leam how to creats and cancel a scheduled offsnng, work with sagments and manage user registrabion

¥ Assignment information
Requined Date: Completion Date: Days Remaining:

Assignment Type: Raguired Assignment Date: 2142014 Assigned By:
» Current Registration
¥ Dates and Times

Dy

is] Start - End Location Avzdable Seals Price Adtion
1 1072014 01:00 PW V102014 04:30 PM - 1-800-TET-1750 9 g9 ol e
AmenicaMew York Americaew York access code 48595 [usD)

¥ Request Schodule

10.Enter any comments you would like associated with your registration.
11.Select Confirm. You have successfully registered for a VA TMS course.

Registration & Help

Lastly, enler any comments that you wigh fo be asseciated wilh your request andior regisiration
Previous Confirmn

Offering

i TS Training for Scheduling Mir, Assigniment My and Registration Manager (SM, AM, RM)
WA 3T30267

Revision; 1- S312012 05:15 P AmaricaNew York

Start Date: F 102014 01:00 FM Amernicatiew York

End Date: 3102014 (4:30 PM America/New York

Capacity: 4 of 23 encolled, 0 waillisted

Price : 0.00 (USD)

Registration Comments

User Hame:
Repistration Status: EMROLL ([Enrolled)

Accreditation Requested: | "] 11
Comments:
S

U.S. Department
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Access and Filter Completed Work
1. Navigate to the User home page.

2. Select the Completed Work tab in the Learning Status section of your home
page.

Learning Status

Curricula

W Overdue (3)
Due in 30 days (0)
W Due Later (0)

Completed Work

Mo completions in the last 30 days.

Competencies

Mo assigned competencies

U.S. Department
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3. This page lists all of the learning events that you have completed, along with their
status and completion dates. Select the drop-down arrow next to Show
Completions to filter the view of your completed work. This feature allows you to
display completed work after, before, or between certain dates.

Completed Work
Competency History & Halp
Show Completions: || 4 | =
Al

Type Title Status [ .
| Al v ) { M L “ﬂ Hefare
Learning [E) Annual Government Ethics Training Complete 1172602013 | BE0EER
Leaming [E] Contractors in the Workspace wiOGC Complete 11/18/2013 02:00 PM
Leaming [E) vaLU Employee FedTraveler.com User and Altemate Pri Complete 919/2012 01:26 FM
Leaming [E] Award PreparationidwardPost-Award/Closeout Complete AB2013 04-3 PM
Learning [E] T™S Par 2 of 3 Training for Domain Mgr, Leaming Mar, | Complete 9/18/2013 0430 PM
Learning [E] Proposal Evaluations Complete H18/2013 04:17 PM
Learning [E] unauthorized Commitments (LAC) Complete GS2013 0413 PM

- o= = ar am w o

4. For example, if you select Between from the drop-down list, you will enter
specific date range and then select Find. Only those completed items within the
date range will appear. You have successfully accessed and filtered your
completed work.

- Completed Work n
- Competency History 1 Help

Show Completions: | Between |+ ||.1Mnj|:r.r'm‘r] 7] and |L|I'.L"I'.ll'}.l‘(‘f"r"r' | = | Find |
|

U.S. Department
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Print Completion Certificates

1. If you hover over an item on your Completed Work page, you can choose to view
details, print a completion certificate, or review content. Select Print Certificate.

| Completed Work
Competency History 4y Help

Show Completions: Al -
Type Title Status Completion Date *
‘_MI AL Annual Gevernment Ethics Training
Laarning [E] Annual Gove I26/2013 1221 PM
Learning [) conractorsinme]  LeamingHours: 109 & View Details 18/2013 02.00 PM
Learning [E) VALY Emplayee F RORRUSECN (e {105, 15k e /2013 01:26 PM
Learning [E] Award Preparatiol 82013 04.34 PM
Leaming [E) ™S Part2of3Tr Sy REE Sotont 8/2013 04:30 PM
Leaming [E] Proposal Evahia B/2013 0417 PM
Leaming [E) umaumonzed Com TOrpIETe HME2013 0413 PM

2. You have successfully printed a completion certificate. Below is a sample
Certificate of Completion.

ba rtificate of Completion
This cerlifies that

Has successfully complefed
Annusl Government Ethics Training
Completed onNov 26, 2013 12:21 PM

Instructor

U.S. Department

35 of Veterans Affairs




Talent
Management VA
System » 1

Print Your Learning History
1. Navigate to the User home page.
2. Select the Reports easy link.

VA0400 LMSUSER

EDUCATION AND TRAINING SERIES (GENERAL)
LS TRANNG

|CL Sgarch Learmang Plan Showrs | Evaryming | *

[ search Catalog
Browsa

(] Hazardous Materials (Palo Alto)

In progress Easy Links

L] satety Pato Alto) ADWANCE THS Help Desk
In progress Appionals THS Resources

L sttt and Patient Boundaries (Palo Alto) WyCareer@va USA Jobs
In progress Hews A Horme Page

=) - (Palo At} Options and Semngs WA Leaming Liniversiy
Awatanie Record Leaming ‘E’:ﬁmm Training Info

Calendar
1071 diays overdue |:| D Newr LS Adumin Training: LS Admimsirator Roles. TTar A SO ASSassmant Deskiop Library

Awadatile

Bhiw Less

[ 0B Hew LMS Administrator Training: Ovwerview of Admisi

U.S. Department
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3. This page lists all of the reports that you can run on yourself in the VA TMS.
Select the plus sign next to Learning History.

Reports
« Back
Select a Report from the list below to run a report for yourself or your subordinates.
Report Name
(3 Active Goals
Close-Fit Jobs
[ Competency Assessment Comparisen
Competency Assessment Trend
[3 Curriculum Status
Employee Dropoff

Employee/Supervisor Gap

[ ltem Status
@_ﬂarning History n

Learning Hours
(3 Learning Needs

4. Select Learning History from the drop-down list. Note: The Learning History
(CSV) option will generate your report into an Excel format.

& Learning History
isto

History (C5Y)

6. This page allows you to enter specific criteria in order to filter report results. You
can choose to run a report for Self, Direct Subordinates, All Subordinates, or
All.

7. You can add a Report Title and header or footer.

8. You can send the report to your browser or local file. The browser is the most
common default.

9. You can select the Report Format as html or .pdf.

10.In some organizations, users’ IDs are classified as sensitive information. To hide
user IDs, you can check Mask User IDs.

11.You can check Page Break Between Records if you want to start each report
record on a new page.

U.S. Department
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12.You can select the calendar icon to enter date ranges for reports.

13.You can select the Report Type as Summary or Detail.

14.You can choose to include Item Events, External Events or Both in your report.
15.You can choose to Print Comments in your report.

16.You can choose to Sort Items by Completion Date or Item ID.

17.0nce you have entered your report criteria, select Run Report. You have
successfully printed your Learning History.

Run Learning History

| User: (@) salf (O Direct Subordinates ) All Subordinates ;u|| ﬂ

Report Title: Learning Mistor

Report Header:

Report Footer:

| Report Destination: Browser

| Report Format:  [wmm[v] n

b Mask User D5

Completed Date From: [™

o
Completed Date To: ™

MM/ DD
= e
| Include: Item Events External Events % Bath | n
E Print Commients: Y,

e ® o |

| Sorthems: & Completion Date () Item ID n

® SEmmany Detail

U.S. Department
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Access and Navigate VA TMS Help

1. Select the Help question mark icon which is located in the upper right portion
on every VA TMS page.

n : Talent Welcoma VAD400 LMSUSER
Vl ‘I-U @ Management @ Crack Sy | 5
eptmizrmtrnt Systam

Hosiin My Emplogmis

VAD400 LMSUSER
EDUCATION AND TRAINFG SERIES (GENERAL)
| e

e — = ) [ &b 3
i i Brewsd b mill
Cverdue |

2. From here you can access three different Help functions — Contents, Index, or
Search. Select Contents to choose a topic and learn more about it.

User Help

! Contenis ! Index I Search _

Contents ~

2

Getting Started

Home

My Employses

Organization

Catalog

Index

Third Party Software Notices and Related
Copyright Notice

ODO0DEHEEHEH

U.S. Department
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3. Select Index to view a detailed, alphabetical list of subject areas that you can
choose to learn more about.

User Help

Contents

Index

ABCDEFGHIJKLMN
Z

A

Adding a New Goal

Adding a New Goal using the Goal Wizard
Adding 2 Mew Goal
Adding a New Goal using the Goal Wizard
Publishing & Goal

Adudling and Managing Goals for & Flan

Advanced Catalog Search

Approvals

Approving a Blan

Assessments

Assign Leaming to My Employees

Assigring ftems fo SUccessors

4. Select Search to open a textbox where you can type and search on keywords.
You have successfully accessed and navigated the VA TMS Help.

User Help

I Contents I Index @

Enter a keyword or phrase
| | Go |

Helpful Hints:

e Select the TMS Help Desk easy link to locate contacts for additional assistance
with the VA TMS.

US.I department
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